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For the past two years^ the Morgan Library at 
Colorado State University has made use of self-guided exercises to 
orient new students to the physical layout of the library and to 
teach them about basic tools and methods of library research. 
Students may choose from instructional units on different topics^ but 
all have the same format. Each requires the student to conduct a 
hypothetical literature search^ making use of the card catalog and 
periodical indexes^ then locate the appropriate materials on the 
sheX^es. Test questions throughout the unit gauge the student's 
progress. This report contains three sample units on the topics of 
moving pictures^ rock music, and sexism in education. The 
questionnaire used by students to evaluate the units is appended. 
(SL) 
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Academic libraries which play an active role in instructing undergraduates 
have several options to consider for optimum utilization of their resources. 
Generally, these are tours of the facilities, bibliographical lectures or 
orientations to specific classes or groups, audio"vi«;ual devices, and self- 
guided tours and exercises* Bibliographical lectures are employed less 
frequently for general library instruction, and are adapted better for upper- 
classmen with more refined needs. All the options have their place and % 
function depending upon the pa.ticular requirements of a given situation. 
The major drawback of tours, orientations, and even bibliographical lectures 
is the diminutive communicative return received for the amount of time 
invested in such undertakings. The staff can only expect a small percentage 
of the students to fully comprehend what is being conveyed. 

A self "guided exercise has several advantages over the tour. The student is 
required to follow a step-by-step tour of the facilities; he learns that a 
methodology exists for conducting a literature search; a test of this nature 
demands an understanding of procedure before the answer can be supplied; and 
the library staff is able to communicate to a great number of students, with- 
out the expenditure of valuable time speaking to various groups and escorting 
them around the library. 

The exercises included here are examples of several developed for freshmen 
and sophomore students at Colorado State University. The aim of the exercise 
is to allow the sti. nt to conduct a hypothetical literature search, employing 
several of the necessary basic tools for finding information in the library. 
At the same time, this exercise enables the student to become acquainted with 



some of the primary functions of the library - assigning subject headings, 
use of the card catalog, periodical indexes, locating material on the 
she . es and the importance of microform* To emphasize again, another goal 
is to show the existence of a systematic methodology for the discovery of 
information, as opposed to a random scanning of the stacks, or consulting 
a section of books a student thinks may have the information he seeks* 

Although the test format is the same, several topics are available for 
students to choose from* These tests are geared specifically for the 
arrangement of resources at Morgan Library* However, since the test involves 
basic literature searching, any academic library can adapt the basic format 
and substitute their own peculiar requirements* 

The self-guided exercise has been operational for two years* All the tests 
include a student reaction sheet for on-the-spot evaluation* The reaction 
sheets are deliberately simplified for as great a return as possible. A 
complicated questionnaire using numerical ratios and percentages would keep 
many students from bothering to complete the evaluation* According to 
the reaction sheets and the remarks of the class instructors, the test is 
quite successful in accomplishing its objectives* It is now incorporated in 
several reading and skills classes, and it is planned to extend the test 
to other foundation courses in the undergraduate curriculum* 
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U3ILG THE MO?.:A?! IZIPJJX: A Vyj?. AMD EXERCISE 
Subject: Moving Pictures 

This exercise has a three-fold objective in nind. First, to conduct 
you or. a self-guided tour of the library; second, to show you the proper 
procedure for pursuing a litaraturo search; and third, to acquaint you ;jith 
some of the important and essential tools for general undergraduate library use. 

The exercise is divided into tvo major parts: books and periodicals. 
Further, these parts are subdivided into 1) using zhe card catalog and period- 
ical indexes, ar»d 2) finding the item on the shelves. For no?t undergraduates, 
access to infornation in the librarj*" is through the appropriate subject. -This 
exercise is arranged with the subject approach in mind, and the subjects used 
can be substituted and interchanged to cover a wide range of interests. 

Before you begin the exercise, it is highly reconnendcd that you take a 
few ninutes of your tirie and listen to the auto-tutorial machines located just 
cai>t of the turnstiles as you enter the ?.ibrary. One machine har, a five minute 
lacture on using the card catalog, and the other deals with periodical indexes. 
This will nai:e vour exercise easier. 



!• LOCiiTBIG IKFOrtl-'jMIOM IN 5C0K3 

A. The Card Catalog 

The major tool for getting at infornation in books is the card catalog. 
The catalog is split into several sections: author, title, and subject. Go 
to the subject catalog and look up the heading "noving pictures - Censorship." 
Look at one of the cards \inder this heading and write the name of the author 

(1) ^. \±at is the title? (2) 

. vvho is the publisher? (3) 

• Viiiere v;as the book published? (U) 

v;hen \vas itoublished? ($) . V.'hat is the call nunber? (6) 



Look at the bottom of the card. You will see listed by arable 



nuineral all the subject headings under which your book v;ill be listed in the 
subject catalog. Are there any additional subject headings besides "Moving 

pictures - Censorship" for your book? (7) . If so, what are they? 

(3) • This means 

that there are other subject headings you might consult in the subject catalog 
for additional books related to your topic. You will also notice that the 
heading "Kovin^^ pictures" has many other sub-headings besides "Censorship." 
If you were looking for a book on film editing, vjhat would be your heading 
and sub-heading? {9) • 

George Linden has written a book on the movies. If you did not know the title 
and were unsure of the subject heading, to what part of the card catalog \-ould 

you go to get the ref;t of the information about this book? (10) c 

V.hat is the title of his book? (11) c l.liat i:5 the 

call nur.ber? (12) . The title of a book on novie serials 

is Saturda-; Afternoon at the I^Mq-u You do not knov; the author and are? unsux*e 
of the subject heading. To what part of the catalog woiJ-d yoi; go to ^ind the 
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author? (13) . Vl.o is thp a.:thor? (ll;) 

\:hat is tho cai: nu-ber? U5) ^ . 



ju>> ot-archin^-: for I]ooV:s 

Most books in the librazy are shelved under the Library o£ Congress 
clnissification scheTie. The call numb^jris borin with letters and are further 
dclinea:.ed/with nunbers (for example, DAhLS), There arc sone books still 
left in the Dewey Decinal systen, but these are slowly being reclassified 
^into the Library of Congress system. The call numbers in Dewey are arranged 
principally by number, with no letters preceding them (for exa^iple, 379»hS)» 

You should have three separate call niinbers on your exercise* Take one of 
these numbers and see if it can be located on the shelves. To find its 
specific location use a library locator, vjhich are available at the -Reference 
Desk and the Loan Desk. There is also a large call number locator on the 
wall Just south of the Loan Desk. The first letter on the top line of your 
call number is the key to its location. The library locator will indicate 
on Khich floor and wing you will find your book. 

Go to the area vjhere your book is shelved. At the front of each range 
of shelves are square, white slip inserts giving the call number sequence for 
the books housed there. \vTiat is the call number sequence for the range in 
which your book is shelved? (l6) . 



If this were an actual search and not an exercise, you would normally 
see if the book is on the shelf, examine it, and, if it contains the informa- 
tion you are seeking, you would proceed to the loan Desk and charge it out. 
If the book yon seek is not on the shelf, several things may explain its 
absence: 1) someone else may have checked it out, 2) it nay have been mis- 
shelvcd (check the shelf), 3) someone may be using it within the building, 
or h) it may be lost. The Loan Desk has a computer print-out of books and 
journals on charge, on reserve, at the bindery, lost, etc* The print-out is 
arranged by call number. V/hen you cannot find your book on the shelf, this 
is the place to go. If your item is not listed in the print-out, ask someone 
at the Loan Desk for help. This is what they are paid for. For the purposes 
of this exercise, hoi-;ever, plaase do not remove the book unless you actually 
plan to use it# 

II. LOCATING IMFOmTION IN PERIODICALS 

A. Periodical Indexes 

The best way to find articles in io'^rnals on any subject is through a 
periodical index. A popular periodical index is the hp;ir^/^rc > GiriHp to ppr-iod* "* 
jral Literature (Al3/f^S/REF) , because it indexes articles on a v:ide range 
of subjects taken from well-knovm na<;azines. The Pq^Hq-'-s ^ Gi?Trlo is di\ided 
irrto many volumes. Each volume covers articles from journals published vri thin 
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a certain t^nrioi. A f^i?.! list 01 thoGo ^njrlodrcalG in'l'?\e'l ny pi-o^-rn' 

••^-t-'^j and their abbrex^iations, will be founJ in tho bcV^-'-'^in^; of each vol^ri^. 

Go to voiKze 31 of the P^^-^^^-^^-^ ^ :^M/ic > \I\\at are t'ro dates encc^ipajced 

b;/ ^he vol^reV (1?) • If yovc viahol to fin^'i a :-T^vic"i: 

for iho raovie ^'dock^^orlc oran^^c," wr.au ic^ ycur h*jadin^ and 3^ib-h(iadl^^? 

(?.d) • Thi3 novie v/a.s reviev.'3d 

by the i'ev* .(•^"^ubiicl "^inat is the voluae nunber of the journal? (19) • 

^i'^.it is the date 0? the journal's issue? (20) . On v-hat page 

or panics vijll the reviev/ be found? (27) • 

The Re:iV>^>7^ Guide is only one of many other periodical indexes. Renenber 
that the Guide primarily indexes periodicals th?t are of a general, not scholarly 
interest. As you progress in your co?-lege career, you should depend les'f on the 
R^id nrn ' Quid e > and more on specialized indexes. 

A periodical index that is sonevjhat nore specialized (it excludes the 
sciences and technology) and indexes nore scholarly journals than the Readers * 
uvide, is t.h.^ .^-ir^Sai ^r.^^ u,,nnnThio:^ T^d^y^ (FOLIO AI3/IU9/REF). This 

index uses the sane fon-nat as the Readers* Guide, and should al^.^aj'-s be con- 
sulted v;hen doing a literature search on a subject in the social sciences and/ 
or humanities. 

Go to volume 21 of the 5?nr;T;^1 ^rric^r^r^r^ nn-) UMTnpyi-; f t Tnrlpv. Look up the 
subject heading "I!oving pictures in anthropology." JoAdair and S.Uorth wrote 

an article entitled (22)^ , in a journal called 

(23) (full name), volume UU) ^ 3 pages (2p) 

The journal issue date is (26)_ • Tho .^nr^-iai S.^^' onoA<i,, nnH 

Hunanitip^-^ ''nH^y ha5? recently split into tv:o separate indexes. They are called 
the (27) [ , and the (23) • 



There are also r^any specialized indexes that concentrate on one particular 
subject field. Anyone doing a literature search on moving pictures should 
consult the A->"t Tndoy- where such a topic would receive broad coverage. This 
Index covers journals primarily concerned with fine arts, photography, architecture, 
fiLn, dance, etc. The call number for the Art Index is Z5937/A73/REF. 

Go to volume 21 of the Art Indpy . You are interested in the Cannes Film 

Festival. V.T^iat is your subject heading? (29)^ • 

Are there any articles on this topic? (30) • If so, give the complete 

citation (author, title, journal, volume, date, pages) (3l) 



B. Searching for Periodicals 

You are now ready to begin the search. To find the call numbers and 
library holdings for your periodicals, use the Serials Record, a card catalog 
that contains a complete listing of all the library* s periodicals. The Serials 
Record is located in the south foyer, just west of the Reference Desk, The 
cards give the holdings for all tho bound volumes. Current, unbound issues 
are not recorded. 
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a:^e 3o?-:£ if:?CuVA:;i tips whu! hontimc fc-^ periodicals* fiucH co^?u3:om 

CA?5 B^: AVOiDIiD IF YCU TJESE CAKFFULLY. 

I, Hacr periodical is^ assl^neJ a call nunbcr» Alvjays he sure to vrite do>/n 
t/ho call nur.ber of your particular titlo. 

II# All bound voloinos of p^^riodicals are shelved in the stacks, by call number, 
vith the books* 

III. Many unbound, current periodicals are shelved on the current displa^-r shelves 
by title, not by call nunber. Remenber that the slanted display sh^^lves 
can be lifted to reveal other, current issues. 

17. There are also manj'- current unbound magazines that are shelved in the 
stacks, xdth the bound volunes (they are in pamphlet boxes), because 
there is not enough room to display all the librarjr's periodicals. 
Since they are in the stacks, these periodicals are shelved by call nunber. 

V. :!any back runs of periodicals are received as microform. If a periodical 

is on microforn, it Kill be indicated as such in the Serials Record. 
Most micromaterials are housed in the Microtext Room just >jest of the 
Loan Desk. 

VI. Call numbers marked Kith FOLIO mean that the periodical is oversize and 

is shelved in a separate location, i-;ith other oversize material. 



You should have three articles from three different periodicals, taken 
from different indexes, l/liat is the call nunber of the periodical taken frorr: 

the , -^pnHr{r-c!' ^^Ui i ^ '^ (32) . What is the call number 

of the periodical taken from the Social Sciences and Humanities Tndpx? 

(33) . V/hat is the call nunber of tri*3 per'iodical 

taken f ro.-n the Art Incjlepc? ( IL ) . 



The three different periodical articles you have searched are found ill 
older, or back issues of each respective magazine. The library does one of 
tvo things Kith back issues of periodicals. They are 1) bound when the volume 
for a particular year is complete, and shelved in the stacks by call number, 
or 2) they are placed on microform, whenever the microform becomes available 
for each completed volume, and placed in the Microtext Room. 

(35) The periodical from the Pp^<^p>t-q> Qvj^^ is located (circle one letter): 

A. In the stacks, in a bound volume. 

B. In the Microtext Room. 

(36) The periodical from the Social Sciences and Humanities Index is located: 

A. In the stacks, in a bound vol^ome. 

B. In the Microtext Room. 

(37) The periodical from the Art Index is located: 
A. In the stacks, in a bound volume. 

3. In the Microtext Room. 
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uo fco the Micro ojxt Koora uhero your periodica] on micro Torn iG located* 
Is the nicroform in thi.o roon arran^-ed by title or call number? (3o) 



There are three kinds of nicrofovn: nicrofiDjn (35m negative reels), nicro- 
riche ( trans3.uoent nc,;;-itive carJs), and nicrocard (opaque positive cardo). 

V,V»ich forn is your^s? (39) . If this v;ere an actual search, 

yyx ;:ould place the nicroform on onsoT the appropriate viovin^ machines (called 
"readers") and proceed to read your article. If you have never used nicroform, 
an attendant from the Loan Desk, or in the Microtext Roon "will be happy to 
show you how to use the equipment. 

Except for those periodicals that have ceased publication, all periodicals 
are received currently, on a re^iular basis. Current, unbourd issues of na;;azines 
are either placed on the current display shelves, or are shelved in the stacks, 
with books and bound periodical volumes. 

(110) Current periodicals housed on the display shelves are arransed by: 
Ac Title. 

B. Call number. 

(111) Current periodicals shelved in the stacks are arranged by: 
A. Title. 

3. Call number. 

All the periodicals you checked from the three different indexes are 
also received currently. 

(112) The latest issues of the periodical from the j^eaders' Guide are located: 
A. On the display shelves. 

Be In the stacks. 

(U3) The latest issues of the periodical from the Sonia]. Sciences and Humanities 
lad^x are located: 
'A*On the display shelves. 
Boln the stacks. 

ihlx) The latest issues of the periodical from the Art Index are located: 

A. On the display shelves. 

B. In the stacks. 
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Subject: Rock Music 



This exercise has a -tl'xee-f old objective in mind: first, to conduct you 
on a self-guided tour of the library; second, to show you the proper procedure 
for pursuing a literature search; and third, to acquaint you with some of the 
important and essential tools for general undergraduate library use. 

The exercise is divided into two major parts: books and periodicals. 
Further, these parts are subdivided into 1) using the card catalog and period- 
ical indexes, and 2) finding the item on the shelves. For most undergraduates, 
access to information in the library is through the appropriate subject. This 
exercise is arranged with the subject approach in mind, and the subjects used 
can be substituted and interchanged to cover a wide range of interests. 

Before you begin the exercise, it is highly recommended that you take a 
few minutes of your time and listen to t he auto-tutorial machines located just 
east of the turnstiles as you enter the library. One machine has a five minute 
lecture on using the card catalog, and the other deals with periodical indexes. 
This will make your exercise easier. 



I, LOCATING INFORMATION IN BOOKS 



A. The Crard Catalog 

The major tool for getting at information in books is the card catalog. 
The catalo!T is split into three sections: author, title, and subject. Go to 
the subject catalog and look up the heading "Rock music-History and criticism." 
Look at the cards listed under this heading and write the name of the author 

of one. (1) . What is the title? (2) 

. Who is the publisher ? (3) • "^here 

was it published? {h) ^Whan was it published? (^) • 

Vihat is the call number? (6) . I^ok at the bottom of the 

card. You will see listed by Arabic numeral all the subject headings under which 
your book will be listed in the subject catalog. Are there ^y additional 

headings besides "Rock music-History and Criticism"? (7) ^ so, what are 

they? (8) • This- means .that there '.are other subject 

headings you might consult in the subject catalog for additional books relating 
to your topic. You will also notice that the neading "Rock music" has other 
sub-headings besides "History and criticisia," If you were looking for a book on 
the history of rock music in the United States, what would be your heading and 
sjb-heading? (9) • 

Graham V7ood has written a book on r-ock music i- .If you did not know the title 
and were unsure of the subject heading, to what part of the card catalog would 
you go to get the rest of the information about this book? (10) * 

What is the title of his book? (11) ^TVJhat is the 

call number? (12) • 

The title of a book on the recording industry in the United States is The 
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Music Machine ♦ You do not know the author and are unsure of the subject heading. 

To what, part of the card catalog would you go to find the author? (13) . 

Who is the author? (Hi) ^ . What is the call number? 

(15) ~ 



P» Searching for Books 

Most books in the library are shelved under the Library of Congress classifi- 
cation schene. The call numbers begin with letters and are further delineated 
with numbers (for exa-nple, DAl4li8). There are some books still left in the Bewey 
Decimal system, but these are sloxvly being reclassified into the library of 
Congress system. The call numbers in Dewey are arranged principally byjiumber, 
with no letters preceding them (for example, 379.U8)* 

You should have three separate call numbers on your exercise. Take one of 
these numbers and see if it can be located on the shelves. To find its 
specific location use a library locator, which are available at the Reference 
Desk, and the Loan Desk, There is also a large call number locator on the 
wall just south of the Loan Desk. The first letter on the top line of your call 
number is the key to its location. The library locator will indicate on which 
floor and wing you will find your book. 

Go to the area where your book is shelved. At the end of each range of 
shelves are rectangular, white slip inserts giving the call number sequence for 
the books housed there, V/hat is tthe call number sequence for the range in which 
your book is shelved? (16) 



If this were an actual search and not an exercise, you would normally 
see if the book is on the shelf,, examine it, and , if it contains the information 
you seek, proceed to the Loan Desk and charge it out. If the book you seek is 
not on the shelf, several things may explain its absence: 1) someone else may 
have checked it out, 2) it may have been misshelved( check the shelves), 3) some- 
one may be using it within the building, k) it may be lost. The Loan Desk has 
a computer print-out of books and periodicals currently checked out, on reserve, 
at the bindery, lost, etc. The print-out is arranged by call number, \ihen you 
cannot find the book you want on the sheK, this is the place to go. I£ the 
item you want is not listed on the print-out, ask someone at the Loan Desk for 
help. For the purposes of this exercise, however, please do not remove the book 
from the shelf unless you actually plan to use it. 



II. LOCATING INFORMATION IN PERIODICALS 
A. Periodica] Indexes 

The best way to find articles in periodicals on any subject is through a 
periodical index. A popular periodical index is the Readers > Guide to Periodic al 
literature (AI3M8/REF), because it indexes articles on a wide range of subjects 
taken from well-known magazines. The Readers* Guide is divided into many volumes. 
Each voliime covers articles from periodicals published within a certain time 
period* A full list of those periodicals indexed by Readers * Guide and their 
abbreviations will be found in the beginning of each volume. 
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Go to volume 31 of the Readers* Guide ♦ V/hat are the dates encompassed by 

the volume? (1?) • Look up the subject heading 

"Rock music VJho wrote the article "Rock and rebellion, from modern jazz to 

hard rock, a sociological review"? (Id) ♦ VJhat is 

the name of ^he periodical in which you can find this article? (19) 

• Vi'hat is the volume number of the periodicp.l? (20) _0n 

what page will this article be found? (21) . What is the date of this 

issue of the periodical? (22) • 



The Readers ^ Guide is only one of many periodical indexes. Remember, the 
Readers * Guide primarily indexes periodicals that are of a general, not scholarly, 
interest. As you progress in your college career, you should depend less on 
the Readers ^ Guide and more on specialized indexes • 

A periodical index that is somewhat more specialized t^t excludes the 
sciences and technology) and indexes more scholarly periodicals than the 
Readers* Guide is the Social Sciences and Humanities Index (FOLIO AI3/IU9/REF). 
'i'his index uses the same format as the Readers ' Guide a nd should always be con- 
sulted when doing a literature search on a subject in the social sciences and/or 
humanities. 

Go to volume 23 of the Social Sciences and Humana 'ies Inde x* Look up the 
subject heading ?Rock and roll musicT G. Cannon wrote an article entitled 

(23) * * . Thid article 'ippeared in a periodical 

entitled (use full name) (2U) , voltime number (25) ^ 

pages (26) , issue number (2?) $ in the year (28.) . The 

Social Sciences and Humanities Index rece*itly split into two separate indexes 
called (29) ~nd (30) . 



There are also many specialized indexe ' that concentrate on one particular 
subject field. Anyone doing a literatta^e search on rock music should consult 
the Music Index (ML118/M81i^EF) . where such a topic would receive broad coverage. 
This index covers periodicals concerned v/ith music, music education, etc. 

Go to the 1970 volume of the Music Index ♦ Look up the subject heading 

"Rock and Roll". Are you referred to another subject heading? (31) ^# ^ 

If so, what is it? (32) . Looking under this subject-heading and 

subheading "criticism" you will see listed the article "Rock music 'square • says MSU 

Professor," which appears in the periodical (use full title) (33) 9 

volume number (3U) $ page (3$) j the date of the issue of the 

periodical in which this article appears is (36) • 



B# Searching for periodicals 

You are now ready to begin the search. To find the call numbers and libfcary 
holdings for yom* periodicals, use the Serials Record, a card catalog that contains 
a complete listing of all the library *s periodicals. The Seelals Record is located 
in the South foyer, jost west of the Reference Dehk*^ The cards give the holdings 
for all the bound volu^s. Current, unbound issues are not recorded. 
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A^r scv£ i!:?oi::;.::: tips Hii::Ti?:c reii ?ehicd:c;.L3. huch cc:;fu3ICM 

I. Eacr periodical is a3nicne.l a call nunb-r. Alvays be sure to vrite dovn 
the call nuinbar of your particular title. 

li. All bou,id vol;iiv;:s of periodicals are shelved in the stacks, by call nur.bar, 
v:ith the books. 

III. Many ur;bci:nd> current periodicals arc shelved on the current display shelves 
* by title, not by call nurr/oer. Renenber that the slanted display shelves 
can be lifted to reveal other, current issues. 

17. Thero are also r.any current unbound magazines that arc shelved in the 
stacks, \<ith the bo\::nd volunes (they are in pa^iphlet boxes), because 
there i:; not enou-;h roorr. zo display all the librar:/'s periodicals.* 
Since they ar.? in the staclis, those poricdicals are shelved by call nunber. 

V. lany back runs of periodicals are received as rrdcrofom. If a periodical 

is on r.icroforn, it Kill be indicated as such in the Serials Kecord. 
Kost nicronntorials are housed in the Microfsxt Roo:a just i;e3t of the 
Loan Desk. 

VI. Call nn-nbors r.-^rk-i vlth FjLIO :aoan that the periodical is oversize and 

is shelved in a s^^?ara^e location, vith other oversise material. 

You should have three articles from three different periodicals taken from 
different indexes. What is the call number of the periodical taken from the 

Readers' Guide? (37) . VJhat is the call number of the period- 

ical taken from the Social Sciences and Humanities Index? ^D8) 

W&at* is -^.hft-nalllmimber of -the periodical "taken from the Music Index ? (39) 

The three different periodical articled you have searched are found in older, 
back issues of each respective magazine. The library does one of two things with 
back issues of periodicals. They are 1) bound when the volume for a particular, 
year is complete, and shelved in the stacks by call number, or 2) they are placed 
on microform, whenever the microform becomes available for each completed volume, 
and placed in the Microtext Room. 

(UO) The periodical from the Readers' Guide is located (circle one letter) 

A. In the stacks, in a bound volume 

B. In the Microtext Room 

{IxD The periodical from the Social Sciences and Humanities Index is located 

A. In the stacks, in a bound volume 

B. In the Microtext Room 

(U2) The periodical from the Music Index located 

A. In the stacks, in a bound volume 

B. In the Microtext Room 
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Go to the ilicrotext Roora where your perio,1ical(s) on rnicroform is located ♦ Is 

the nicroforni in this room arranged by title or call number (ii3) . 

There are three kinds of microform: microfilm (35mm ne^jative reels), microfiche 
(translucent nei;;a^ive cards), and nicrocard (opaque positive cards). V/hich form 

is yours? {hh) . If this v;-jre a real search rather than an exercise, 

you would then place the nicroform on one of the appropriate viev/int; machines (called 
readers) and proceed to read your article. If you have never used microform, 
an att*^)ndant from the Loan Desk or one in the Iiicrotext Roon will be happy to 
show you how to use the equipment. 

Except for those periodicals that have ceased, publication, most periodicals 
listed in the Serials Record are received currently, on a regular basis. Current, 
unbound issues of magazines are either placed on the current display shelves or 
are shelved in the stacks, in pamphlet boxes, under their call number, along with 
books and bound periodicals. 

(h5) Current periodicals housed on the display shelves are arranged by 

A. Title 

B. Call number , 

(1|6) The latest issues of the periodical you found in the Readers' Guide are 
located 

A. On the display shelves 

B. In the stacks. 

(U7) The latest issues of the periodical you found in the Social Sciences and 
Humanities Index are located 

the display shelves 
B. In the stacks 

(U8) The latest issues of the periodical you found in the Husic Index are located 

A, On the display shelves 

B. In the stacks 
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USING THE MORGAN LIBRARY: A TOUR AND EXERCISE 
Subject: Sex Discrimination in Education 



This exercise has a three-fold objective in mind: first, to conduct you 
on a self -guided tour of the library; second, to show you the proper procedure 
for pursuing a literature search; and third, to acquaint you with some of the 
important and essential tools for general undergraduate library use. 

The exercise is divided into two major parts: books and periodicals. 
Further, these parts are subdivided into l)using the card catalog and period- 
ical indexes, and 2> finding the item on the shelves. For most undergraduates, 
access to information in the library is through the appropriate subject. This 
exercise is arranged with the subject approach in nand, and the subjects used 
can be substituted and interchanged to cover a wide range of interests. 

Before you begin the exercise, it is highly recommended that you take a 
few minutes of yoi^r time and listen to the auto-tutorial machines located just 
east of the turnstiles as you enter the library. One m^-chine has a five minute 
lecture on using the card catalog, and the other deals vith periodical indexes* 
This will make your exercise easier. 



I. LOCATING INFORMATION IN BOOKS 
k. The Card Catalog 

The major tool for getting at information in books is the card catalog. 
The catalog is split into several sections: author, title, and subject* Go 
to the subject catalog and look up the heading "Discrimination in education— 
U*S*" Look at the cards listed under this subject heading* What is the title 
of the one that seems most pertinent to a study of discrimination against women 

in education? (1) V,. 

\Jho is the authorTlTT ^ '^.!'^? 

publisher? (3) • V/here was the book published? (u) 

VJhen was it published? (5) ♦ Whatsis the call number? 

According to the card, where in the library is this book located? (7) 



. Look at the bottom of the card. You will see listed by arable 
numeral all the subject headings under vjhich your book will be listed in the sub- 
ject catalog. Are there any additional subject headings besides "Discrimination 
in education— U.S." for your book? (8) . If so, what are they? (9) 
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this means that there are other subject headings you might consult in the subject 
catalog for additional books related to your topic. . 

Nancy Frazier has written a book on sex discrimination in education. If you 
did not know the title and were unsure of the subject heading, to what part of the 
card catalog would you go to get the rest of the information about this book? 

(10) • What is the title of her book? (ll) • 

What is the call number? (12) 

The title of a book relating to sexual equality of education in college is 
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Standards for VJomen in Higher Education: Affirmative Policy in Achieving Sex 
Equality in the Academic Community > You do not knov; the author and are unsure 
of the subject heading. To what part of the card catalog'" would ycu go to find 

the author? (13) , V.Tio is the author? {2k) 

. . V/hat is the call number? ^^1^) 



3» Searching for Books 

Most books in the library are shelved under the library of Congress classic 
fication scheme • The call numbers begin with letters and are further delineated 
with numbers (for example, BAl\kQ). There are some books still left in the 
Dewey Decimal system, but these are slowly being reclassified into the library 

of Congress system^ The call numbers in Dewey are arranged principally by 
number, with no letters preceding them (for example, 379 •U8), 

You should have three separate call numbers on your exercise • Disregard 
the first one, whose location was given on the special tag on the catalog card, 
and choose one of the other call numbers and see if it can be located on the 
shelves^ To find its specific location, use a library locator, which are avail- 
able at the Reference Desk and the Loan Desk. There is also a large call number 
locator on the wall just south of the Loan Desk. The first letter on the top 
line of your call nMmber is the key to its location. The library locator x^ill 
indicate on v/hich floor and ving you will find your book. 

Go to the area where your book is shelved. At the end of each range of 
shelves are rectangular, white paper inserts giving the call number sequence 
for the books housed there. What is the call nunber sequence for the range in 
v;hich your book is shelved? (l6) 



If this were an actual search and not an exercise, you would then see if 
the book is on the shelf, examine it, and, if it contains the information you 
are seeking, proceed to the Loan Desk and charge it out. If the book you seek 
is not on the shelf, several things may explain its absence: 1) someone else 
may have checked it out; 2)it nay have been misshelved (check the shelves and 
also nearby shelves); 3) someone may be using it within the building; U) it 
may be lost. The Loan Desk has a computer print-out of books and periodicals 
currently checked out, on reserve, at the bindery, lost, etc. The print-out 
is arranged by call number. V/hen you cannot find your book on the shelf, this 
is the place to go. If the item you want is not Listed on the print-out, ask 
someone at the Loan Desk for help. For the purposes of this exercise, however, 
please do not remove the book from the shelf unless you actually plan to use it* 



II* LOCATING IMFORM^ITIOM IN PSRIODICALS 
A. Periodical Indexes 

The best way to find articles in periodicals on any subject is through a 
periodical index. A popular periodical index is the Readers* Guide to Peri- 
odical Literature (AI3/Rii8/REF), because it indexes articles on a wide range 
of subjects taken from v/ell-known magazines. Tna Readers* Guide is divided into 
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m-iny volunes. Kach volume covers articles from periodicals published within 
a certain time period* A full list of those periodicals indexed by Readers ^ 
Guide and their abbreviations will be found in the beginning of each volume. 

Go to volume 33 of the Readers « Guide and look up the subject heading "Sex 
Discrimination.'* What other subject headings does it tell you to "see also"? 

(17) ^ . Of these, look up the subject heading 

that seems most appropriate to a study on sex discrimination in education. The 
article "Pennsylvania education department: eliminate sexism" appears in what peri- 
odical? (18) , volume number (19) , page (20) , date of the 

issue in which this article is found (21) • 



The Readers ' Guide is only one of many other periodical indexes. Remember, 
the Readers' Guide primarily indexe* periodicals that are of a f Mineral, not 
scholarly, interest* As you progress in your college career, you should depend 
less on the Readers' Guide and more on specialized indexes. 

A periodical index that is somewhat more specialized (it excludes the 
sciences and technology) and indexes more scholarly periodicals than the Readers ' 
Guide, is the Social Sciences and Humanities Index (FOLIO AI3/IU9/REF) . This 
index uses the same format as tiie Readers' Guide and should always be consulted 
when doing a literature search on a subject in the social sciences and/or 
humanities . 

Go to volume 27 of the Social Sciences and Humanities IndeXo Look up the 
subject heading *'Dis crimination." VJhat is the title of the article by E. Slater? 
(22) • This article appears in a periodical 

titled (23) , volume (2U) , pages (25 ) , 

date (26) o The Snnial SnipnrPA and Hnmamties Index has 

recently split into two separate indexes called (27) and 

(28) . 

There are also many specialized indexes that concentrate on one particular 
subject field. Anyone doing a literature search on sex discrimination in educa- 
tion should consult the Education Index (Z58l3/E23) where such a topic would 
receive broad coverage. This index covers periodicals primarily concerned with 
education, health and pl^sical education, special education, audio-visual edu- 
cation, and similiar areas. 

Go to volume 21; of the Education Index > Look up the subject heading 
••Discrimination in educationT" The article ••Sexism in the schools : an issue 
for the 70 's" is listed as appearing in two periodicals. Which is the con- 
densed version? (29) (name of the periodical). This article 

appears in what volume of this periodical? (30) , pages (31) 

data of the issue (32) ^» 
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B. Searching for Periodicals 

You are now ready to begin the search. To find the call numbers and li- 
brary holdings for your periodicals, use the Serials Record, a card catalog that 
contains a complete listing of all the library •s periodicals. The Serials 
Record is located in the south foyer, just west of the Reference Desk. The cards give 
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the holdings for all the V^ound volumes. Current, unbound issues are not 
recorded* 

".KRK A'lS SO?&^MIORTANT TIPS V/HEN HIIMTING FOR PERIODICALS. iWCH CC^^FUSIOM 
CAM B£ AVOIDED IF YCU READ THESE CAREFULU. 

I, Each periodical is assigned a call number. Always be sure to vrite dovm 
the call number of your particular title, 

II, All bound volumes of periodicals are shelved in the stacks, by call number, 
with the books • 

III, iMany unbound, current periodicals are shelved on the current display shelves 
by title, not by call number. Remember that the slanted display shelves 
can be lifted to reveal other, current issues, 

IV, Many back runs of periodicals are received as microform. If a periodical 
is on microform, it will be indicated as such in the Serials Record, Most 
micr ornate rials are housed in the ilicrotext Room just west of the Loan Desk. 

V, Call numbers marked with FOLIO mean that the periodical (or book) is over- 
size and is shelved in a separate location, with other oversize materials. 



You should have three articles from three different periodicals, taken from 
different indexes, Vfhat is the call number of the periodical taken, fromjbh^) 

Readers ^ Guide? (33) What is the call numberAtalceiS'^rom the 

Social Sciences and Humanities Index? (3U) • What is the 

call number of the periodical taken from the Education Index ? (35) 

The three different periodical articles you have searched are found in 
older, or back issues of each respective magazine. The library does one of 
two things x^ith back issues of periodicals. They are l) bound when the volume 
for a particular year is complete, and shelved in the stacks by call number, or 
2) they are placed on microform, v/he never the microfora becomes available for 
each completed volume, and placed in the Microtext Room, 

(36) The periodical from the Readers > Guide is located (circle one letter) 

A, In the stacks, in a bound volume 

B, In the Microtext Room 

(37) The periodical from the Social Sciences and Humanities Index i.s located: 
A» In the stacks, in a bound volume 

B, In the Microtext Room 

(38) The periodical from the Education Index is located: 
A» In the stacks, in a bound volume 

B, In the i^Lcrotext Room 
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Go to the Microtext Room where your periodical(s) on microforn is loc-ted* 

Is the microforn in this room arranged by title or call number? (39) 

There are three kinds of microform: microfilm (35mm negativ3 rt..els), microfiche 
(translucent negative cards), and microcard (opaque positive cards) • Which fomi 

is yours? (UO) # If this were an actual search, you would 

then place the microform on one of the appropriate viewing machines (called 
"readers") and proceed to read your article • If you have never used microform, 
an attendant from the Loan Desk or one in the Iftcrotext Room will be happy to 
show you how to use the equipment • 

Except for those periodicals that have eeased publication, most periodicals 
listed in the Serials Record are received currently, on a regular basis • Current, 
unbound issues of magazines are either placed on the current display shelves or 
are shelved in the stacks, in pamphlet boxes, xmSer their call number, with 
books and bound periodical volumes ♦ 

ikl) Current periodicals housed on the display shelves are arranged by: 
Pi, Title 

B. Call number 

(U2) Current periodical display shelves are located (select one): 
A. At the beginning of the north wing of the 1st floor 
B» At the beginning of the north wing of the 2nd floor 

C. At the beginning of the north wing of the basement 

D. All of the above 

All the periodicals you* checked from the three different indexes are 
also received currently. ^ 

(U3) The latest issues of the periodical from the Readers * Guide are located: 

A. On the display shelves 

B. In the stacks 

/ 

(UU) The latest issues of the periodical from the Social Sciences and Humanities 
Index are located: 
A» On the display shelves 
B. In the stacks 

(U5) The latest issues of the periodical from the Education Index are located: 

A. On the display shelves 

B. In the stacks 
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STUDRNT ITEj^CnON SHEKP 



This is the first time an exercise of this type has been used 
in the Library. Your answers to the following questions will 
help us determine the test's effectiveness* 



1* Do you think this test will help yoii in using the Library? 
A. Yes 



P. No 



C» Not sure 



2. Did you find the test 2a. How long did it take you to do the test 

\ . Too loncy 



B. Too short 



C. About ricrht 



3, Were you confused by any nart or parts of the test? 
A. Yes 



B. .No 



h . If the nnswer to number 3 is yes, please explain where you 
were ^^^fused: 



5. Do you think this type of self-^rulded exercise is more helpful 
than a ruidod tour of the Library, or a lecture on using the Library? 

A. ^es 



P. No 



C . About th^ p,arr\e 

D. Not sure 



6. Is there anythinc? in the test you would like to see added, 
deleted, or chanced? 



